
Harvard Condo Association Policies V.1

A. Association Administration
1. Officers and roles

a. Official roles
i. Official roles may only be held by property owners
ii. Official roles shall reflect those that are in the bylaws
iii. Informal leadership positions shall also be designated to care for elements of the common property.
iv. Roles shall be held for terms of one year
v. Roles shall be determined on a volunteer basis
vi. These roles shall include:

1. Yards/Gardens point person
2. Snow removal point person
3. Pest Control point person
4. Smoke and carbon monoxide detector/alarms point person

vii. Assistant Treasurer (when needed/appropriate)
1. Has access online accounts
2. Can pay vendors and deposit checks, as back-up to Treasurer

2. Meetings
a. Voice and vote privileges shall be in keeping with the association bylaws
b. Frequency

i. Additional meetings beyond the annual meeting may be scheduled to discuss specific agenda items, such
as proposed renovations or other urgent matters.

c. Meeting agendas
i. A meeting agenda shall be provided by the association administrator to the members of the association no

less than 24 hours in advance of a meeting.
ii. Owners may propose topics of discussion for the meeting agenda in advance of the meeting.
iii. Recurring topics should include:

1. Financial update (Treasurer)
2. Review ongoing capital projects

iv. The association will meet once per year to review these policies and update them as necessary. This review
will occur in the Q4 meeting.

d. Decision-making process
i. When owners make a proposal to the association, decisions should be made as swiftly as possible.
ii. The preferred timeframe for decision-making on an individual’s proposal is within one week from proposal.
iii. Decision making shall not be delayed due to owner non-attendance at condo association meetings.

3. Budget & Finances
a. Budget

i. The treasurer is responsible for creating an annual operating budget for the association.
ii. The budget should be presented to the association for a review and vote no later than March of each

calendar year.
b. Dues

i. Dues may be paid by paper check or electronic bank transfer (strongly preferred option)
ii. Dues may be paid on a monthly or quarterly basis.
iii. Dues for an owner-occupied unit are $450 per month.
iv. Dues for a renter-occupied unit are $500 per month
v. Dues shall be reviewed on an annual basis in the Q4 meeting, no later than December.

c. Banking
i. The treasurer maintains the association bank account, currently held at Eastern Bank.
ii. Association members may have read-only access to the bank account, including access to monthly bank

statements, which may be made available to association members by the treasurer on a quarterly basis.
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B. Common Areas

1. Trash and Recycling
a. Trash should be brought to the end of the fence on Richardson St. after 6pm on Thursday night or before 7am on

Friday mornings. In case of a holiday and a delay to the city of Cambridge’s trash removal schedule, trash should be
brought out before 7am on Saturday morning.

b. Trash and recycling bins should be brought back into the enclosed area by the end of the day on trash day.
c. This timing is subject to change by the city of Cambridge. It is the association’s responsibility to remain aware of any

schedule changes.
d. All trash, recycling, yard waste and compost is removed by the city on the same day.

i. Trash: all trash should be in bags and placed in the cans outdoors. Please check the City of Cambridge
website if you plan to dispose of large or irregular items as they may not be eligible to be put out with the
regular trash.

ii. Recycling: recycling should be loose in the cans. Small household recycling (cans, bottles, etc) can be left in
a paper bag in the cans. Break down cardboard and put it in the recycling bins. If recycling items are too
large or irregularly sized, they may be nested alongside the recycling cans. Styrofoam, coat hangers, scrap
metal, plastic bags and paper takeout containers are not recyclable.

iii. Yard Waste: If there is yard waste, the yard waste can and its label “YARD WASTE” must be visible from
Norfolk St. so the Public Works can see it as they drive by. Yard waste should be closest to the street.

iv. Compost: Compost should be placed in the green compost can sealed in compostable bags, as provided by
the City of Cambridge.

v. Information about what the city accepts and how, can be seen here:
https://www.cambridgema.gov/Services/CurbsideCollections

e. Trash Schedule (by unit)
i. 219/1: March and September
ii. 219/2: April and October
iii. 219/3: May and November
iv. 221/1: June and December
v. 221/2: July and January
vi. 221/3: August and February

f. Trash duty includes picking trash up around the property for the month, including picking up leaves, brush and trash
from the sidewalks along the whole Norfolk and Harvard Street sidewalks to the property lines.

g. If an owner or tenant is unable to perform trash duty in their designated month, it is their responsibility to switch with
another owner or tenant.

2. Parking

a. There are three (3) parking spots that are for common use by all association members, including their tenants and
guests.

b. The parking spots are intended for occasional and overflow parking, and owners are expected to park on the street
by default

c. Preferred setup of cars parked in the parking area is as follows:
i. The first car should park diagonally on the right side of the parking area
ii. The second car should park straight alongside the first car
iii. The third car should park either diagonally or straight alongside the left side of the fence

d. Each unit may use a parking space for up to three (3) nights per week.
e. If a vehicle is seen to be parked in the rear parking area for longer than one (1) consecutive week without the owner

having abided by the above-listed policies, the association member who noticed the vehicle shall contact the other
association members, including tenants if applicable, to ask if the car belongs to association members or guests.

i. If the vehicle does not belong to an owner, tenant or guest, the vehicle may be towed.
ii. Private parking signs are displayed in the parking area for reference.

https://www.cambridgema.gov/Services/CurbsideCollections
https://www.cambridgema.gov/Services/CurbsideCollections
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3. Use of Yards, Gardens and Shared Outdoor Space - content voted and approved on 9

August 2022

a. As we all have a shared ownership interest in the exterior elements of the property, it is our collective responsibility to
ensure that it is well maintained. In general, abide by the philosophy of treating the space as you would treat your
neighbors’ property, ensuring respect and ease of enjoyable use for all.

b. The common exterior property elements include the following, along with the expectations of use.
i. Front porch

1. Only small amounts of community property (e.g flower pots) may be kept on the front porch as long
as they do not impede passage of any person trying to get inside

ii. Rear common area (alcove and other paved areas)
1. Small items of personal property, such as flowers, chairs, etc may be kept in the rear of the building

as long as they do not impede passage of any person or removal of trash bins
2. Common association property such as trash bins, lawn mower and other yard maintenance tools

are kept in the rear common area.
3. Individual property (bicycles, Vespas, strollers) may be kept in the rear common area, provided it

does not impede passage of individuals and/or the trash disposal.
iii. Yards

1. Use of the yards
a. Please be respectful and do not cause excessive noise in the yards
b. Pets in the yards

i. Pets are permitted to be in the yards only with their owner present
ii. Pet toys and training tools should be removed from the yard after use
iii. Yards shall not be a primary space for exercising or toileting pets
iv. Owners are responsible for immediately picking up after pets and preventing any

damage to yard, plantings or property
c. Outdoor cooking

i. Outdoor cooking is permitted in the yards, provided owners remain closely aware
of flames and heating elements and the standards of behavior as mandated by
the city of Cambridge are adhered to. See section C.

2. Yard maintenance
a. It is the responsibility of the association to determine on an annual basis whether the

association members will perform these maintenance activities or if they will be
outsourced to a mutually-agreed vendor.

i. This decision shall be made in Q1 of each year
ii. Yard maintenance shall be included in the annual operating budget of the

association
b. Required maintenance activities:.

i. Mowing grass (weekly)
ii. Weed removal (monthly as needed)
iii. Spring and Fall Clean-up (including Leaf removal)
iv. Hedge maintenance (approx. every 6 wks from mid-June to end of Sept.)
v. Maintain gardens (weekly)
vi. Trees

1. Watering (daily in summer months)
2. Ongoing maintenance/trimming (as needed)

vii. Lawn watering (daily in summer months)
1. Winter protocol

a. Turn off water in basement
b. Drain hoses and bring them in, with sprinklers, etc.

2. Spring protocol
a. Turn on water in basement
b. Set up sprinklers and timers (watering every 2 days or so in spring

and fall, every day in heat of the summer)
c. Snow removal

i. It is the responsibility of the association to determine on an annual basis whether the association members
will perform these maintenance activities or if they will be outsourced to a mutually-agreed vendor.

1. This decision shall be made in Q3 of each year
2. Snow maintenance shall be included in the annual operating budget of the association
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ii. Snow shoveling shall be performed on an as-needed basis in each of these areas:

1. Sidewalks
2. Interior of alcove/cut-out space

a. Back gate needs to be left unlocked for shovelers to enter, if it is determined that a vendor
will perform this maintenance

3. Parking Spaces
4. Curb cuts (at crosswalks) on both Norfolk and Harvard Streets
5. Back gate where trash cans are left for pickup
6. Assure fire hydrant at 149 Norfolk is accessible and de-iced

iii. Winter steps/sidewalk maintenance
1. A containers of ice melt are to be placed in front vestibule of each side of building as winter

approaches
2. All owners are responsible for keeping steps and sidewalks clear and de-iced using ice melt on an

on-going basis
d. Pest control

i. One owner will be designated the pest-control coordinator
ii. A pest company sets and baits rat traps around the property and deals with any pest issues in the common

areas
e. Maintenance expectations of the common exterior building property are detailed in section 4, building exterior

4. Building Exterior

a. Exterior maintenance expectations
i. As the exterior of the building is our common property, all association members have a responsibility to care

for and keep up the building.
b. Front porch

i. The front porch should be inspected, repaired and painted at least once every five (5) years. This is next due
to occur in 2026.

1. The association Administrator is responsible to ensure this is done.
c. Columns and trim

i. The columns and trim on the front, rear and sides of the building should be inspected and/or painted at least
once every five (5) years. This is next due to occur in 2026.

1. The association Administrator is responsible to ensure this is done.
d. Roof

i. The roof should be inspected at least once every two (2) years to ensure that any leaks or risks of leaks are
identified and to ensure that detritus is not building up and causing a leak or fire hazard. This is next due to
occur in 2023.

1. The association Administrator is responsible to ensure this is done.
e. Exterior changes

i. Any owner who wishes to make a change to their unit that will affect the exterior of the building must provide
written (email) notification that they wish to do so.

1. In general, the association will not permit exterior changes that will meaningfully change and/or
render inconsistent the exterior look of the house. For example, the following standards shall
remain in place:

a. Deck railing balusters should be vertical bars in a neutral color
b. Painting exterior walls will not be permitted
c. Windows that are inconsistent with the existing window style in shape, color, etc will not be

permitted
2. Relevant exterior changes that require association review include, but are not limited to, the below,

assuming they adhere to the abovementioned, overarching standards
a. Windows (adding or altering)
b. Exterior window coverings (adding)
c. Individual deck/porch changes

i. Railings and baluster style
ii. The association will convene for a meeting to discuss the exterior changes the owner wishes to make,

understanding the rationale, scope and impact of the project. Pictures or renderings should be provided if
applicable.
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1. Decisions on these matters should not be delayed more than twp weeks following the presentation

of the proposal (as per the bylaws).
f. Individual decks/porches - maintenance expectations are described in section C.3

5. Interior Common Areas

a. Interior maintenance expectations
i. Owners of each side of the building are responsible for maintaining the interior common areas of their side

of the building.
1. 219 units 1, 2, and 3 are jointly responsible for the care and maintenance of the common entry way,

staircases and landings.
2. 221 units 1, 2, and 3 are jointly responsible for the care and maintenance of the common entry way,

staircases and landings.
ii. Owners may keep small amounts of personal property (coats, welcome mat, shoe rack, etc) in common

areas, as long as it does not interfere with the other owners’ or tenants’ comings and goings and is not a fire
hazard.

1. If an owner feels that their path is blocked or that a fire hazard is present due to excessive clutter in
the common areas, they should alert the other owner as soon as possible.

b. Interior common area changes
i. Interior common area changes shall be approved by the affected members of the association before they

start
ii. The association will convene for a meeting to discuss the interior changes the owners wish to make,

understanding the rationale, scope and impact of the project.
iii. Pictures or renderings should be provided if applicable.

c. Basements
i. The two basements, while separate, are the joint responsibility of the full association. Personal items kept in

the basements are each members’ own responsibility.
1. Any changes to the basement(s) structures must be approved by the full association

ii. Personal property storage
1. Owners are expected to keep their personal belongings in their individual storage areas and/or

another place designated/approved by the association
d. Alarm/Security

i. Each year, the association shall assess whether to continue the current state of security and alarm
maintenance, including engagement with an external vendor, such as American Alarm.

ii. One owner will be designated the alarm/security coordinator
iii. Fire and Security Alarms need to be checked and maintained every 6 months, alarm/security coordinator is

responsible for making sure this is done
iv. A carbon monoxide alarm is to be maintained in each basement. The batteries are to be checked every 6

months and the alarm replaced every 5 years.
1. The alarm/security coordinator is responsible for making sure this is done.

C. Individual Units

1. Maintenance expectations (please defer to the bylaws)
a. Owners are expected to maintain their units to a common degree of safety and cleanliness.
b. Association members who notice a safety hazard, eyesore or other relevant blemish on an individual unit should

notify the owner of the unit immediately.
2. Noise Management

a. Residents should maintain a reasonable and respectable level of noise within their individual units, consistent with
city living.

3. Individual decks/porches
a. Maintenance expectations

i. Owners are expected to maintain their individual decks/porches to a common degree of safety and
cleanliness.

ii. Upper floor residents are permitted to cross first floor decks, as per the master deed.
iii.
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b. Grills, fire tables

i. As per the City of Cambridge, outdoor cooking implements like grills are not permitted on any covered
structure, within 10 feet of a building, or on a deck above the first floor. Therefore, the association does not
permit grills on individual owners’ private decks or porches.

1. Further information from the City of Cambridge on this topic may be found here:
https://www.cambridgema.gov/cfd/firedeptdivisions/firepreventionbureau/Regulations/outdoorcookin
gregulations

ii. Grills may be used in common outdoor spaces, provided they are kept 10 feet or more away from the
building when in use.

1. Owners and tenants are responsible for keeping close supervision on any flame and ensuring that
it is properly extinguished when not in use.

2. When not in use, grills should be kept in an out-of-the-way location, preferably in basement storage
or similar.

3. Gas (propane) tanks must never be kept inside or in an enclosed location. They should be kept
outside in an out-of-the-way location.

4. Pets
a. Each unit may have two domesticated cats, one domesticated dog or one other common household pets that are

kept inside their individual unit, subject to the applicable rules and regulations set out by the association, and
provided they are not bred or kept for commercial purposes.

i. When in common property, pets must be under the owner’s supervision at all times
b. Owners must prevent their pets from causing disruptions to the other association members. Any annoyances or

disruptions should be immediately reported to pet owners as soon as possible.
c. Pet owners are responsible for damage caused by pets in common areas.
d. The following animal-related activities are not permitted by the association: breeding, keeping or raising of any

animals, including livestock, poultry, fowl, rabbits, reptiles in the property.
i. Should the association become aware of any animals that are kept in violation of the policies outlined in this

document, the association will provide written notice to the owner, requesting that the policy violation be
remediated immediately.

ii. If the violation is not remediated in one (1) week, the association will contact Cambridge Animal Control
and/or any other relevant authority.

e. Pets’ and pet owners’ use of the common space is outlined in the above section on use of common space
5. Renovations and repairs

a. Standards of behavior
i. Any renovation or repair work that is conducted on an individual unit that may cause disruption to any other

owners or tenants in the association shall follow the Cambridge regulations on hours of work (listed below).
1. Monday – Friday: Work shall be permitted from 7:00am to 6:00pm
2. Saturday: Work shall be permitted from 9:00am to 6:00pm
3. Sunday: Noise-generating construction work is not permitted on Sundays without specific

agreement of the association.
ii. Owners who are planning any renovation or repair work that is expected to create meaningful disruption or

noise should make every effort to notify the association in writing as soon as possible, including as much
information on timing, duration and scope as is relevant.

1. This information should be provided no less than one (1) week in advance of the work beginning.
2. Any change in scope should be communicated to the association as soon as possible.

b. Renovations that require building permits
i. Owners who are planning a large-scale renovation of their unit are responsible for hiring a qualified and

licensed contractor to perform the work.
ii. Owners are responsible for procuring all necessary building permits for the work.
iii. Where structural changes are required, the association should be notified and a meeting should be

scheduled for the owner to describe to the other members of the association what changes they propose.
Owners should provide as much information as possible, including scope and duration of the project, impact
to other units, and any other relevant information. Pictures or renderings should be available if relevant.

c. Renovations that do not require building permits
i. For smaller scale renovations or repairs that do not require building permits, owners are expected to follow

the general standards of behavior as outlined above. The association does not expect to review plans that
are interior only and do not impact other units.

ii. Smaller scale internal renovations or repairs do not require association review or approval.

6. Renters

https://www.cambridgema.gov/cfd/firedeptdivisions/firepreventionbureau/Regulations/outdoorcookingregulations
https://www.cambridgema.gov/cfd/firedeptdivisions/firepreventionbureau/Regulations/outdoorcookingregulations
https://www.cambridgema.gov/cfd/firedeptdivisions/firepreventionbureau/Regulations/outdoorcookingregulations
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d. Duration of rentals

i. Short-term rentals are not permitted at any time in the association. The City of Cambridge defines a
short-term rental as a residential accommodation of less than 30 consecutive days.

ii. Owners may rent their property for terms of 31 days or more.
e. Expectations of owners who rent their property

i. The association defines a renter-occupied unit as a unit which is not occupied by the owner on a full-time
basis.

1. A proxy for this definition is the City of Cambridge residential tax exemption: if the exemption has
been issued, the unit shall be considered to be owner-occupied.

ii. Owners must notify the association that they are beginning to rent their unit no less than two (2) weeks in
advance of when the renter will begin paying rent.

1. The owner will be asked to increase their dues payment to the association by $50 at the start of the
first month in which they have a tenant.

iii. If an owner is resuming full-time residence in their property, they may reduce their monthly dues payment by
$50 (to baseline) in the first full month in which they are resuming their residence in the property.

1. Owners in this situation are expected to notify the association treasurer that their monthly payments
will change.

iv. Owners who rent their property are expected to share the condo association policies with their tenants and
ensure that the tenants abide by the association policies.

v. If a tenant does not abide by the policies of the association, the association shall provide written notice to
the owner as soon as possible.

7. Sale of property

a. If any owner intends to sell their property, they must provide written notice to the members of the association as the
bylaws give the association right of first refusal.

i. Owners who plan to sell their property shall provide the association with a draft real estate listing at least
three (3) days in advance of the property being listed.

1. Comments or edits to the listing may be proposed or suggested by members of the association
only if the accuracy of statements in the listing is in question.

b. When the owner has accepted an offer on their property, they must provide written notice to the members of the
association of the date of property transfer.

c. Selling owners are expected to share these policies and the association’s official bylaws with new owners.


